Opening a Civil Case

Case Information

Civil cases can be opened and filing fees can be paid within the System.

After successfully logging into ECF, follow the steps below to open a new civil

case:

STEP

1. Select Civil from the blue menu bar at
the top of the ECF screen. The Civil
Event window opens displaying all of the
categories from which you may choose
for your filing. Click Civil Case.

2. Fill out the screen as directed in the
table below:

Place of Select the place of

Trial: trial requested in the
complaint.

Case type: Use cv.

Lead case Leave blank.

number:

Association Leave unchanged.

type:

RESULT
SECF Civil ~ Criminal ~ Query
Civil Events
Open a Case Other Filings
Civill Case Notices

Trial Documents
Initial Pleadings and Service
Complaints and Other Initiating Documents
Service of Process
Answers to Complaints
Other Answers

Other Documents

Motions
Motions

Crimipal ~
Open Unassigned Civil Case

Place of Trial Case type

Date filed: 2/3/2016

Association type | consolidated v

Reports ~

Utilities

Miscellaneous Fees

Anmal Assessments

Appeal Documents to USCA

Query

Reports ~

Other court name |

Other court number l:l
JPML number l:l

[J Related cases
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RESULT

STEP
Other court If this case relates to
name: another federal court
case in Nebraska,
enter USDC-NE. If
you are filing a Notice
of Removal, enter the
other court name.
Other court If this case relates to
number: another federal court
case in Nebraska, or
you are filing a notice
of removal, enter the
case number of the
related case.
JPML Leave blank.
number
Related Leave blank.
cases:
3. Fill in the Civil Cover Sheet
information as directed by the table
below:
Note: You do NOT
need to file a copy of the
civil cover sheet.

Reports - Utilities. - 3earch 14

Nature of suit | 0 (zerc] v Fie [ Clesrfite- |
Origin | 1 (Jrigiral “ezeding) v
Citizenship plaintiff =
Ciizenship delendani [‘e
Jury demand [n (Mene) v Class ac tion n v Demand (5000)
Arbitration code. - County Adzms v
Fee stams |od nad)

~ | Fec date | 18/2028 Date tranzfer

Jurisdiction:

See civil cover sheet instructions.

Cause of action:

See civil cover sheet instructions.

Nature of suit:

See civil cover sheet instructions.

Origin:

See civil cover sheet instructions.

Citizenship of plaintiff:

Only used for diversity cases.
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Citizenship of defendant:

Only used for diversity cases.

Jury demand: Select the party demanding a jury.

Class action: Do not use. Leave as “n.” The court will
modify this information if the class action is
approved.

Demand ($000): Leave blank.

Arbitration Code: Leave blank.

County: Select the county of residence of the plaintiff,
unless the plaintiff is the USA, in which case
select the county of residence of the
defendant.

Fee status:

IF you are... THEN...
a governmental select wv (waived)
agency
filing in forma select fp (in forma
pauperis pauperis)
all other filings select pd (paid)
Fee date: Leave as current date.

Date transfer:

Leave blank.

STEP

RESULT

4. This screen serves as a reminder to i
only add attorneys for parties that you will e e e
be representing. Do not add opposing
counsel on the following screens unless
this is a Notice of Removal.

Clezr

ATTENTION: When adding parties on the following screen, do not add counsel of record for any
party unless you represent the party or are fliing a notice of removal. If you are flling a notice of
removal, please add opposing counsel to the appropriate party.
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STEP

RESULT

5. Add parties to the case following the

. . /g
steps in the Add Parties procedure. [T

A Hew Farly |

[ Cietetuse | earchlorapary
LasL!

o laps= 4

s
Business
Nome.

Hama Nal

Scarcn

Adding Parties to a Case

Overview

This procedure details the five steps for adding a party to a case, which are:

1. Search for the party by name.

2. Verify or enter the party name.

3. Select the party’s role in the case.

4. Add aliases for the party, if any.

5. Select attorneys for the party, if known.
Repeat these steps for each party in the case.

Procedure

For demonstration purposes, the first plaintiff and the plaintiff’s attorney will be
added to a case in this procedure. Repeat the steps to add additional parties.

STEP

RESULT

1. Starting with the first plaintiff, search SECF

business name, and then click Search.

Add New Party |

Civil ~ Criminal ~ Query Reports ~

by typing the plaintiff’s last name or the Open Unassigned Civil Case

Create Case | Search for a party

Caollapse All

For this example, Jennifer A. Stone is
being added as a party, so we searched
for “Stone.”

Expand Al Last/Business Name |Stone First b
Search
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STEP RESULT

2. If the party is listed in the results field, SECF  cvi-  crmna-  queny  Reports -
click on the name and then click Select pRehsingdned CleliCass
Party. Otherwise, click Create New S
Party. e ot [
y Gollapse A Expand Al [store
!
Since Jennifer Stone is listed am e eatch Resuls -
results, we will click the Select Party Eij”‘ i
button. Stne Loz -
Select Party Create New Party |
3. On the Party Information screen you VEGE! oui—amars et —ven e
should only fill out: e Lt Ry
. first, middle and last name (if a e T~
business, the entire business e Tl
name goes into the Last name ——
field), s — 1 e
. the role of the party, and el cara]
. party text, if any. (Note: The e — a—
Party Text field is used for !
additional information about the s Lo [T T
party, such as a minor child, next il e

friend of..., or in his role as...)

DO NOT add address information or e-
mail addresses for parties.

Don’t forget to change the role to plaintiff!

4. Click Add Party.
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STEP

RESULT

The party now displays in the “tree” on
the left side of the Add Party screen.

5. To add aliases, Corporate Parents, or
attorneys for the party, use the Add b
icons.

We want to add an attorney for our
plaintiff, so we will click the Add icon next
to Attorney.

SECF

Civil - Criminal - Query

Add New Party | Create Case | Search for a party
Collapse Al Expand Al Last/Business Name |
E!'J_ennifer Stone pla 7 ® St

“dlias ¥

é"Curu ate Parent or other affiliate 5

;-"ntturney B0

6. Search for the attorney by typing the
Bar Id or the attorney’s last name.

For this example, we will add Kathy
Griess as the attorney.

SECF -

Criminal ~ Query

Search for an attorney for Jennil

Add New Party | Create Case
Collapse All Expand All
EiJennifer Stone pla.” & gardd
“alias 4 LastName [Griess |
g--Corporate Parent or other affiliate %3 —
5"-m‘torney "3 _3

7. Select the attorney’s name from the
results list and then click Select
Attorney.

8. Do not change any fields on the
Attorney Information screen. Click Add
Attorney.

criminal - Ouery Reperts ~ Utilitiss -

Aomey Information

Ad! Kew Prrty Crasma Cnae

Kathy M. Grloss
ol A wani A Th
Eldennlfor Stone pa
alas Difice it |
Coaparare parent o neramiete K| g g TR Mdrass 2 |
Dttneney ¥ 12
Adiress 3 (<2
State E @ i
Courtry L3 Flione
Fax Eawail [ T A
Praltae Vire [ -0 +| Lend atomey [ -5 <]
Svd Aag [ yes * Nulie [yes »
Start date |* 1/18/2003 End date |
dd Adtemnoy

Sten a Mow Sezrch
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STEP

RESULT

9. The attorney now appears in the “tree’
view on the left of the screen under the
plaintiff. Repeat steps 6-8 to add all
attorneys for this plaintiff.

Add New Party | Create Case |
Collapse All Expand All
SlJennifer Stone pla &

dlias T

é"CurpuratE Parent or other affiliate ¥
El-ntturney L=JiE
“iathy M. Griass &

10. Click Add New Party, then repeat
steps 1-9 until all parties and all known
attorneys have been added to the case.
When finished adding all parties and
attorneys, click Create Case.

Civil - Criminal ~ Query

SECF

( AadNewParty | ) createcase | Searchfora party

Collapse AT Expand sl Last/Business Name
I?J-Jennifer Stone pla” ® Frlrih

- pias B

~Corporate Parent or other affiliate "3

I':'l'l\tqumayr":%_3

Sicathy M, Griess @@

BIACME dt/ @

-nlias 13

~Corporate Parent or other affiliate s

-Aittorney 5 [0

11. Your case has been opened and the
case number has been assigned. But
you are not done yet! Make a note of
the case number, then click Docket Lead
Event? to upload the necessary case
opening document(s) and pay the filing
fee.

EECF Civil - Crimigal = Query Reports - Utiltes - gearch Logout

Open Unassigned Civil Case

Click on Docket Lead Event to continue opening your cass,

THIS CASE IS NOT OPENED UNTIL LEAD EVENT IS FILED AND FILING FEE IS PAID OR A MOTION TO
LROCEED LN FORMA PAUPERLS IS FILED.

Case Nunzber 05-200 b beer. gpeasd

Duchel Lewd Evenl?
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Filing a Complaint (or other case opening document)
Follow the steps in the table below to file the complaint and pay the filing fee:

STEP RESULT

H = civn - crminal ~ Que Repors - uminies - Seareh
1. Select the type of document to file. In SECE SR A s s
this example, we will file a complaint.

Start typing to find ascther event

CIiCk On Complaint, then Cl iCk Next. «hailahlelrzn!s ‘;(j(kinsdzzl evests) Selected Tvents (clck to remov= everts)

Am=ndes mmplzmt

[1:-mpi=nt

Zo ntere aim
Crozselzim
nteryenzr Gzmplzint
Votio~ 1o Compzl
Votio~ 10 G.ash
o

2. The Case number ShOUId omplaints and Ohelm‘tiaume e o —
automatically be displayed. Verify that it —
is correct, then click Next.
(Hza) [Gear
3. Click the name of the party or parties - Que
that are filing the document. To select [epant SR Stherintitng Sesinen®
more than one name, hold down the Ctrl R ——
key on the keyboard while clicking each
name. Click Next. Y R—
;ﬁ ACWE [dt

mJennifer Stene pla

() (i) (i)
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STEP RESULT

4. Click the name of the party or parties | o e
that the complaint is against. Hold the Ctrl | jssessmnas

key while clicking multiple parties. Click

Next- ﬁﬁ%?‘m ) Ewand 3 f the party name coes not appear balow click on Adc/Create New Farty.

Selertthe Party:  OR  Select  Groun:

Slu s |

Janiis
- @ o Goup

Note: Do NOT click the “All
Defendants” option, as this will not 9 gy
list the party names in the docket A —

text. Instead, use the Ctrl+click

feature to highlight each name.

5_ Click Browse to |Ocate the PDF = i Criminal = Query Reports - Utilities ~ Search
. . . Complaints and Qther Inftiating Documents
containing the complaint. BOL o0z S 0 ACHE

Select the pdf decument and any attachments.

Main Document

Drowse

Attachments Category Deseription

L [ Browse. 3
Nex] [Ce

6. In the File Upload window, verify that HE
you have selected the correct document ot [T L o2

by right-clicking the mouse button on the
PDF. From the quick menu, click Open.
Adobe Acrobat will launch and open the
PDF. View it to verify that it is the correct
document.

ACME Index.n  Select
E‘CUDY (2)of Cg
| Copy (2] of dit
| Copy (2 of jd
"= | Copy (3) of jd{ T Combine supported Files in Acrobat...

Open with Acrobat 9

Print

£Copy 14) of jo € Convert to Macromedia Flash {.swf)
-]Copy of Copy [E] Conwert to PDF using Macromedia FlashPaper

3
-;|Cupy of djahn [E Corrvert to PDF and Email using Macromedia FlashPaper
- Copy of jdoe-g

" djchnson-deck M MetWare Copy...

LA T,

" jdoe-declarati
foe-declaratit s~ it with Notepad-++

{am

il |

Open With 3

Copy Ta Falder...

- Maowe To Folder...
.MJ Send Tn >
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STEP

RESULT

7. Once you are sure you have the
correct document, close the Adobe
Acrobat window and click Open in the
File Upload dialog box.

The file path will now be in the Main
Document field.

8. If there are no attachments to the
complaint, click Next.

If you have attachments, click the Browse
button to locate the appropriate PDF files
and enter a Category and/or Description.

Note: For more information on filing
attachments, see the separate Adding
Attachments procedure.

Complaints and Other Initiating Documents
090003200 Stone v, ACME

Select the pdf docwnent and any attachments.

ain Document

[CACccuments and Settings'lkpiDeskiops  Browse.. |

Attachments Categouy Description

9. If the complaint contains a jury
demand, click the with jury demand
radio button, then click Next.

Complaints and Other Initiating Doci
8:089-cyv-00200 Stone v, ACME

& with ury demand

M Clear
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STEP

RESULT

10. Click Next to bypass the deadline
screen.

Complaints and Other Initiating Document
8.09-cv-00200 Stone v, ACME

Camplaint

Scheduling Packet Deadline (COURT USE ONLY)

Date: 12/14/2009

M Clear

11. If the complaint is filed on behalf of
the USA, or with an Application to
Proceed Without Prepayment of Fees,
type N in the box and skip to step 15,
otherwise type Y.

Click Next.

Complaints and Other Initiating Documents
8:00-cv-00200 Stone v, ACME

Are you required to pay the filing fee for this new case? Y/T? |Y

You are not required to pay the filing fee if you are:

1) filing the complaint with an Application to Proceed Without Prepayment of Fees
or 2) an attorney filing on behalf of the United States.

M Clear

12. Thefiling fee is displayed. Click
Next.

Note: Do not user your browser’s back
button after this point.

Complaints and Other Initiating Documents
(4:13-cv-03001 Mackling v. Stone

Fee: $400
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STEP

RESULT

13. You can either pay with a checking
account number (Option 1) or by Credit
Card (option 2). Fill out the payment
screen for the option you choose. Fields
with a red asterisk are required fields.

Online Payment
Step 1: Enter Payment Infarmation 1
Pay Via Bank Account [ACH) About ACH Debit

Required lields e inndicated I st el astenisk ®

Account Helder Name: Wlemils Slne
Mayment Amount: §400 C0

Aezount Typa: -

Roufing Numbe :

Woow N

Account Number:
Centimm Account Mumber:
Check Number:

l-outing Murrber

Acecunt Mumbc: Zhzok Mamker

doaganeraas lRanseerangk lizanl

Payment Date: 12/23/2013

Salect tha"Contine with AC— Payment " butor ta cant nus 10 118 1ext stap in twe AC- Dadit Sayment Prosess.
[ Cortnue with ACH Mayment

Cancel

Pay Via Plastic Card (PC) (2x: American Exprass, Discover, Mastarcard, VISA)
Requlred flelds are Indicatad with a red asterisk *
Account Holdar Name: knnif Siois EJ
Payment Amaount: ££00 00

Hilling Address: 1500 Weocmen Tower *

Dilling Address 22

Staie: { Py

Tip i Postal Code: SA107-2057

*
Country: Untzd Slates 5
Visa EER e
Card Type: - F S IR o
Cand Humibe: T A
Security Code:
Expiradon Date: -|*i - *

Zelect the "Cont nuz with P astic Cznc Payment” buttor to cont nue fo the text step in the Zlast ¢ Card Payment

| Centinae wih Plastic Cars Saymert | [ Caneal

ole: Please avind ravigating 1he sile us ng yoon bowser's Back Sulloe - |

wigaling he sile us ng yoon
nc pages being lcaded ircomectly. Please use che links proviced whenever pass ble.

bis iy el i neondete calz being ansom e

14. If you wish to receive an e-mail
confirmation of the payment transaction,
enter your e-mail address in the fields
provided. Be sure to check the box
authorizing the charge to your account.

Click Submit Payment.

Billing Address 2:

City:

State / Province:
Zip ¢ Postal Coda:6s 02
Country: Uz,

Cimail Confirmation Receipt
T3 have a confinnation sert to yau vaon zoma etion of Fis transzction provide an =nail address and confirmatior below
Froail Addi e ‘

Cunfiin Email Addh ess: |

o Smpaczie matiote 2R B00/ES Wit 2
A= covirs

Butherization and Disclosure
Requited fields aie indicated will a ual asterick®
suthorize 3 caarge to my care acocunt “or the sEove amount i1 azsordance with My ca<d issuer agreement, T *

Preace i " Suewil Payrni® Bl ey vece Srassing e bl moce thaneze s onbd

SuamtPament | Cznce |

wsnll innanlliple esa s

15. If necessary, further describe the
complaint using the field provided. Click
Next.

(Examples: “with request for class
action”, or “with request for Temporary
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STEP

RESULT

Restraining Order.” )

16. Click Next to submit the complaint to
the court.

Criminal - Query Reperts - Wrilities -

ZECF  om-

Complaints and Dther Initiating Documents
505020200 Stong v, AICME

Dockat Text Final Taxt

COMPLAINT with jury demand against ACME [ Filing fae $ 350, receipt number 0867-1526088),
by Attorney Jennifer L. Stone on behalf of Jennifer Stone(Stone, Jennifer)

Attention!] Fressing the INEXT hutton on this sereen commits this ransaction. Youwill have no further
uppuriurily W medily this transaciion i yvu cominue,
Have you redactod?

Bource Dacurent Path (for confirmation anly):
CiTiocuments xd SxtingrpTiesktapicivl_flings A0ME Corlaintpdf  pages: 1

Clear

17. The screen depicted at the right
confirms that ECF has registered your
transaction and the pleading is now an
official court document.

Note: The Notice of Electronic Filing is
your proof of filing or file stamp. The
court strongly urges you to save it to a file
or print it in order to retain a copy of the
notice in your personal files.

SECF -

Criminal - Query Reperts ~ Utilities ~ Sea

Complaints and Other Initiating Documents
B:09-0v-00200 Stere v ATME

U.S. District Court

District of Nehraska

MNotice of Electronic Filing

The Solewrg transaction was entered oy Stere, Jennifer ¢n 117292009 at 10:15 AM CET and filed on 117132009

Case Wame: Store v ACNE
Case Number:  £09-4-0020C
Tiler: Jesuifer Stene
Document Nuamber: .

Judgeis) Assignei Iene iplaase contact ke eourt)
Dorket Text:

COMPLAINT with jury demand against ACME { Filing fee $ 350, receipt number 0867-1525088), |
Stene on behalf of Jennifer Stone{Stene, Jennifer)

8:09-cv-00200 Notice has been electronically mailed to:

18. Now that you have filed the
complaint and paid any necessary fees,
the court will draw judges for the case.
You should receive e-mail notification of
the judges assigned by the close of the
next business day.

=

UECF Civil - Criminat Query Reporty Utilities Search Logout

Complaints and Other Initiating Documents
4. 13-Lv-03001 Mackling v. Slong

Docket Text: Modify as Appropriate.
COMPLAINT with jury demand against Rocky Stone ( Filing fec § 400, reccipt
number 0367-161069) , by Attorney Jennifer Stone on bebalf of Debbie Mackling (Stone, Jennifer)

Nex Clesr

CONGRATULATIONS! The case opening process is complete.
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